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OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
. RECORDS MANAGEMENT DIVISION
IN’STBUCTIONS See Publication No. 76—RM—1 for instructions on completing this form.‘ Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334

Attention: Scheduling Section.

vl

FOR QQMEHE_\_’_“UjSE 1. Agency Address . FOR RECORDS MANAGEMENT USE
Appiication Date . Department of Education . Application Number
October 14, 1977 Office of Administrative Services 77" '-l 2—’- o
Application Number Fiscal Division Date Recsived Date Complated -
o 233 state Office Building, Atlanta, Ga. 0CT_27 1977 | NOV 10 1977
2. Person to Contact Working Title Telephone Number
Mrs. Sandra Guthrie : Administrative Secretary 656-2473

3. Action Requested
3. XX .Estaolish Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation; no further accurnulation anticipated. ‘
¢. [ Amend Application No, . Check One: O Change; O Supercede; O Void

4, Dates of Series 5. Records Series Title {followed by title used in office; if different) a
Earliest Latest ,

1973 [To Date FISCAL DIVISION ADMINISTRATIVE FILES
6. Division ar{d Office Function . What is the function of the Division and the Office in which this record series is created?

“u. e T e “ e -

o)

The Fiscal Division administers and coordinates the activities of data processing
liaison, forms and records management, systems and procedures analysis, accounting,
financial audit and assistance to local school systems, and federal grants management.

1

7. Hé;ord Series Description This file contains the followmg documents finclude form numbers and titles, if any):
Attach samples of the file.

Documents relating to:4dministering and coordinating the various functions of the units
within the Fiscal Division.

" Included arexcorrespondence within the division and department, with other state agencies
and outside state government; proposals; reports; analyses; schedules; progress
reports and other documents related to the division functions.

- Fileisarranged: alphabetically by subject or 6rganizatibna1' unit.
. o, o Y

8. Monthly Reference Rate . How often are records referred to which are:
One to six monthsold ___. 10 _: Sevento twelve months oid 9 Thirteen to twenty-four monthsold ___1 _ _;
twenty-five months and older__0 7 ‘ '

[ 9. Annual Rate of Accumulation of Rerords _
Letter-size drawers . . _; Legal-size drawers _1_.% ;Shelves _ .~ Other fspecify)

AR—50-71; Rev, 76 Over) , . .
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